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ABSTRACT 

This manual describes procedures followed by the 
University of tennrssee, Knoxville Library Cataloging Department in 
its Music Retrospective Conversion Project. The goal of the project, 
running from October 1, 1983 to December 31, 1984, is full conversion 
of bibliographic records for scores, recordings, and music monographs 
to machine readable format. The manual is divided into two sections. 
In the first, those procedures that form the general workflow are 
briefly described, with designations of staff responsible for each 
step. The second section provides step-by-step instructions for 
individual phases of the project: searching, questionable match 
resolution, authority work, coding and input, music analytics, and 
editing. A 16-item bibliography is provided. Forms used in the 
project are appended as samples to be freely adopted or modified by 
other libraries. (THC) 
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This fiianual describes procedures followed by the University 
of Tennessee, Knoxvillo Library Cataloging Department in its 
Music Retrospective Conversion Project. The goal of the project, 
running from October 1, 1983 to December 31, 1984, is full 
conversion of bibliographic records for scores, recordings, and 
music monographs to machine readable format. The realization of 
this goal requires both that records unique to UTK be isolated 
and input into the OCLC database and that bibliographic records 
matching UTK holdings be edited and updated. Correspondingly, 
the project is divided into two functional components, conducted 
simultaneously. Each component has separate funding, staff, and 
defined responsibi 1 i ties within the overall workflow of the 
project. These components, coordinated by the Retrospective 
Conversion Librarian, are the secS'^ch/input function and the ed?t 
function. 

The search/input function is funded by a U. S. Department of 
Education Title II-C grant (G00083012B9) ; the staff consists of 
one half-time music cataloger, 1.75 FTE library specialists, and 
four student assistants (1 FTE). This function isolates those 
bibliographic records that are not found online, prepares them 
for input into the database, and adds them to the national 
database. The phases comprising this function^ are: <1) searching 
phase; (2) questionat>le match resolution phase; (3) authority 
work i^hase; and (4) cording and inputting phase. 

The editing funrtfipn is funded by the UTK Library; its staff 
consists of .25 FtIe library specialist and three student 
assistants (1 FTE). This function serves to convert holdings for 
which matching bibl iographic records are found online. After 
these records are! found in the sec\rching phase of the 
5«?arch/input functibn, staff in the editing function retrieve 
records, edit them I to match UTK records, and update them to 
reflect UTK holdings in OCLC. 

This manual is divided into two sections. In the first, 
those procedures that form the general workflow are briefly 
described, with designations of staff responsible for each step. 
The second section provides step-by-step instructions for 
individual pha«^.es of the project. It may be easi}y adapted by 
other libraries. For instance, the authority work described 
represents UTK practice, but other libraries might eliminate the 
irrelevant section and go directly to the LC Name-Authority File 
on OCLC. We hope th^t through adaptation, the procedures will be 
of assistance to others involved in the conversion of music 
cataloging records. 

We are grateful for the use of the Music Scores Coni^ersion 
Project Manual from the University of California, San Diego, and 
the project manual for the conversion of sound recordings from 
the University of Virginia, both of which were helpful in setting 
up our project and training staff. The University of Virginia's 
Sound Recordings' Variable Field Tagging guide provided a model 
for the editing section of this manual. 
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A. Searching Phase (Student Assistants). 

1. Working consecutively through the ahel-flist tray, 
search non-OCLC shelf list cards -for matching records in 
OCLC. I-f you -find: . 

a- Match: list OCLC number and UTK call number on 
appropriate form. 

b. Questionable or multiple match: type call number 
and problem at top of record and make printout. 

c. No match: pull complete set of shelf list cards and 
clip together. 

2. Place match lists, card sets for non-matches, and 
printouts for quest ion ables in appropriate boxes. 

3. If shelf list card is incomplete or has a "with" note, 
pull main entry cards ^as needed to facilitate 
searching. 

4. Keep statistical sheet in log book for eacli tray 
searched. Record in appropriate columns: number of 
hours searched, number of records matched, number of 
questionable matches found, and number of no-matches. 



B. Questionable Match Resolution Phase. 

1. Check printout against main entry card, noting all 
discrepancies on printput (Student Assistants). 

2. Evaluate printouts, utilizing the appendix to OCLC's 
Bibl iographic Input Standards, to determine whether 
the record is a match (Library Specialist). 



C. Authority Work Phase (Library Specialist). 

1. Make enlarged photocopies of complete shelf list cards 
for all non-matches. If shelf list card is incomplete 
or the record has a "with" note, use main entry cards 
to make photocopies. Attach shelf list card to copy. 
Put main entry cards into refile box. 

2. Establish AACR2 headings for all names and uniform 
titles by checking sources in this order: 

4 



ERIC 



a. UTK Name Authority File, 

b. Library o-f Congress Name Authority File (online), 

c. OCLC AACR2 records, 

d. Library o-f Congress Proo-f Slips aid Music? Books 
on Masiz and Sound Recordings (herea-fter refe*^red 
to as Music NUC) -for AACR2 records, 

e. fi Basic Music Library^ 2n6 ed., 

•f. The Nepi Groue Dictionary of Music and Musicians^ 
g. Music Cataloging Librari an. 

3. Update headings on copy as prescribed by a-f orement i oned 
sources- 

4. Update subject headings as prescribed in list o-f 
pattern changes -for subject headings (p. 14). 

5. Establish series authority by checking the -following 
sources: 

a. UTK Series Authority File, 

b. Card catalog. 



D. Coding and Inputting Phase- 

!• Attach enlarged copies of cards to appropriate work-form 
-for score, sound recording, or monograph (Library 
Special i st ) . ^ 

2. Indicate tagging on copies; code fixed -field and 
necessary variable fields on workform. Place in input 
boK (Library Specialist). 

3. Input workform into OCLC database. Put in save file and 
write save number on workform (Student Assistant's). 

4. Re-search database for the bibliographic record. If 
still not found, revise the saved record to correct any 
inputting mistakes and update (Library Specialist). 

5. Mark statistic on appropriate form for each record 
updated. Mark shelflist card with bCLC number and place 
in refile box (Library Specialist)^ 



n 



E. Music Analytics Phase. 

This aspect of the Nork Nill be handled as a separate segment 
after searching has been completed. See page 28 of this 
manual for operational details. 



F. Editing Phase- (Student Assistants). 

t. Work consecutively through a shelf list tray, and follow 
the list made by searcher to edit online records. 

2. Remove shelf list card from tray. If shelf list card is 
incomplete or has a "with" note, obtain the main entry 
card(s). 

3. Call up OCLC number, listed by searcher, for call number 
of shelf list card. 

4. Edit record field by field. Send each line you have 
changed. Reformat and check changes. Refer any 
question to Library Specialist. 

5. Update record. Write OCLC number on shelf list card and 
return to tray. Mark statistic on appropriate form as 
you update each record. 



V 
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SEARCHING PHASE 



»» 

Log on. 

For retrospective conversion, key in the Recon 
Authorization number. Depress SEND key (in order to send 
the message -from theuterminal to the computer). 

Key in search code. 



1. Title search key: 



3,2,2,1 The first three letters of the -first non- 
article word of the title, comma, the first 
two letters of the second word of the title, 
comma, the first two letters of the third word 
of the title, comma^ the first letter of the 
fourth word of the title. Always use 3 commas. 



E.g. roa,of , th, t 
fur The roar of the twenties 

NOTE: For uniform titles, the uniform title 
(«r>ubfield a) and the part name (subfield p) 
are indexed up to the first significant 
punc tuat i on ( per i od^ col on , semi col on , 
que St i on mar k , ex c 1 ama t i on point). 

Intervening subf ields between a and p (and 
their punctuation) do not havK any effect on 
the search key. 

E.g. sym,an,ca, 
for [Symphonies, no. 5, op. 64, E minor. 
Andante cantabilel 



2. Personal name search key: 



4,3,1 The first four letters of the author's last 
name, comma, the first three letters of the 
author's first name, comma, the middle initial 
(if known) Always use 2 commas. 

E.g. pete,rog,t 
for Peterson, Roger Tory 



3. Name-title search key: 

4,4 The first four letters of the author's last 

name, comma, the first four letters of the 
first non-article word of the title. Always 
use 1 comma. 
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E. g. leaky orig 
•for Leakey, Richard. Or igi ns. 

4. Corporate author search key: 

=4,3,1 An equal sign, the -first -four letters of the 
first significant word of . the corporate 
author, comma, the first three letters of the 
next Mord, comma, the first letter of the next 
word. Refer to the stoplist for a list of all 
non-significant words. Always begin with = 
and use. two commas. 

E. g. =inte,ath,f 
for Association for Intercollegiate Athle- 
tics for Women 

5. Number search keys: 

a. LC card number as it appears on the card, in- 
cluding the dash. Inclusion of an alphabetic 
prefix before the LC card number is optional and 
makes the search key more specific. Do not include 
a suffix in the s'Sfarch key. 

E.g. 72-1364 

b. DCLC control number (preceded by a number sign #) . 

E.g. #1234567 

6. Search key/qualifier: 

If name and/or title search keys are likely to produce 
many entries, enter search key with qual if ier (s) : 

search key/year (s) 
/type 

/year (s) /type 
/type/year (s) 

The following ''type" qualifiers may be used: 

books bks 
music scores sco 
soimd recordings rec 

The year<s) of publication qualifier will retrieve 
records in which the first date in fixed-field element 
"Dates** matches or is in the range of years in the 
search key. 

Single year 1973 
Decade (1970-1979) 197? 



Century (1900-1999) 19?? 

1970 to present 1970- 

Up to 1920 -1920 

Range of years 1950-8 or 1950-1958 

7. Disregard an initial article in all languages for title 
portion of searches. 

Dutch : de, het , ' t ; eene, een 
French: 1 ' , le, la, les5 un, une 
German: der , dis, das; ein, eine 
Italian: il, la, lo, 1', i, gli, gl', le; 

un, una, uno, un' 
Portuguese: o, a, os, as; urn, uma 
Spanish: el , la, lo, los, las; un, una 
Swed i sh , Dan i sh , Nor weg i an : 

den J. det , de; en , et , ett 

De in Scandinavian languages is an article; in Romance 
languages it is a preposition. Slavic 1 anguages 
(Russian. Czech, Polish, etc.). Oriental languages and 
Latin have no articles. 

C. Depress DISPLAY RECORD key and SEND key. 

If you retrieve more than one screen, key in "ns" for 
next screen, "ps" for previous screen, or screen number 
(e.,g., s2>. Key in line number to see titles for 
collective displays. Key "gp" to go back to a group 
display, "co" to return to a collective di^snlay, or 
"tr" to see a truncated display screen. Key "all" to 
see up to nine screens of a collective display. 

D. Records w'.th DLC as the source code in subfii7liJ a of the 040 
field are Library of Congress records and are preferred. 

E. If the record on screen says "DO NOT USE — USE OCLC #000000 
INSTEAD" in 043 field, do not use it. Key in correct OCLC « 
and depress DISPLAY RECORD key and SEND key. 

F. Look for the following fixed field symbols for particular 
formats of records: 

Tyee Bib Ivl 

Books: a m 

Scores: c m 

Gnund recordings: j ^ 

G. To select the matching record, match the following variable 
fields: 

1. 028 field: Publishers, plate, or is^iue number for scores 
and recordings. 

If this number is present anywhere in the record and on 
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the card, it is the key to an exact match. Older records 
may display this number in subfield c of the imprint 
(262) 9 in a series statement (490), or in a note (500). 

2. Ixx field: Main entr; - personal name, corporate name, 
etc. 

The main entry should match or be in an added entry; 
however, form of name may, vary. 

3. 245 field: Title. 

4. 250 field: Edition statement. 

5. 260 or 262 field: Imprint. 



/a Place of Publication. 



Publisher - If publisher is not the same, it is 
probably a different edition. Search should be 
continued. 



#c Date of Publication. 

6. 300 field: Physical description. 

The format of a score or of a recording must agree with 
that on the card . See musical format def i ni t i ons 
in The ficqaisitioD and Cataloging of ftasic and Sound 
Recordings' A Glossary by Thorin and Vidali as needed. 
The size and pagination of a book or score must agree. 

7. 4xx field: Series statement. 

A difference in or absence of a series statement may 
indicate a different edition. 



NOTE: If the best match differs from the card in only one or 
two of the above areas, print it out as a questionab^ '? match. 

Once a correct match is found, write our call number and 
matching OCLC number on appropriate form. If you are unsure 
of a match, or have multiple matches, insert our call number 
and the problem at the top of each record and print them all 
out P 

If a match cannot be found, pull the entire set of cards from 
the shelf list and clip them together. 

See OCLC's Searching the Online Union Catalog (2nd ed. ) Tor 
more details on searching. 
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QUESTIONABLE MATCH RESOLUTION PHASE 



Obtain printcxits -for questionable matches from designated 
box. Call numbers are printed at top o-f each. 

Put printouts in alphabetical order by author, then title. 

Check each printout against its main entry in the card 
catalog. For each field: 

1. If information matches card exactly, make a check (^) at 
end of field. 

2. If information differs in any respect, cross out 
incorrect information on printout and write in 
information from card. 

3. If information is not on card at all, draw a line through 
the field. 

Mrite in any information that is on card but not on printout. 
Place checked printouts in designated box. 

Evaluate checked printouts to determine whether differences 
noted dictate the input of a new bibliographic record. The 
appendix to the Bibl zographic Input Standards <2nd 
edition), entitled "When to Input a New Record" provides a 
concise guide for your evaluation. For multiple matches, 
choose the record that most exactly duplicates information on 
our card. DLC records take precedence, as do earliest input 
records. If further verification is ne€^ded, consult the 
following sources: 

1. Music Library or storage facility: information may be 
checked against piece. 

2. Music NUC: accuracy of our cataloging or the printout 
record may be checked. 

If record is determined to be a match, indicate correct 
information and place in file for editing. 

If no match is found, place in box to be re-searched for a 
possible correct match. 

From the no-match box, choose card sets for records you did 
not originally search. 



Perform a thorough second search on each record. If record 
is determined to be: 



1. Match: type call number at top of record and iiake 
printout. Place in appropriate file. Place shelf list 
card in refile box. 

2. Questionable match: type call number at top of record and 
make printout. Attach shelf list card to record and place 
in appropriate box. 

3. No match: proceed with authority work and coding for 
input. 



fiUIHQRlIY yOBK PHASE 

Pull main entry cards for all incomplete shelf lists and 
"withs". On enlarger, photocopy main entries or complete 
shelflists. Attach each shelflist card to its corresponding 
copy. Put main entry cards in refile box. 

Check UTK Name Authority File for each heading. This 
includes names, uniform titles, and added entries <i.e., 
those tracings preceded by Roman numerals). Be sure to check 
all ^ components of added entries (names and uniform titles) 
and to mark them separately. Disregard subject headings and 
added lentries that begin with "Title:". If composer/title 
added entries are to be constructed from contents note, check 
both ccmponents of those headings in the contents note. 

1. Look for the notation CAACR23 or CAACR2-d3. af ter heading 
on authority card. If there, edit heading on copy to 
look gxactl^< like what you see on the card, then mark 
heading~on~copy "ok". If not there, do not mark copy at 
all . 

•I 

2. Look for OCLC AR followed by a number in lower right 
corner of card. If there, mar heading "online". 

3. If the heading on copy matches a name or uniform title 
that has a "see" reference, look up the reference in the 
file. 

Access online Library of Congress Name Authority File by 
pushing "Authority" key on terminal keyboard. Using a 
personal name search <4 letters, 3 letters, 1 letter), search 
each heading you did ^not previously mark "OK online". 
Uniform titles are grouped in the file under their 
composers/authors. Any uniform title not associated with an 
author may be searched with the title search key <3 letters, 
2 letters, 2' letters, 1 letter). When you locate an online 
record, look for the letter in the third position in the row 
of letters at the end of the Ixx field. If it is a "c" or 
"d", and the heading on our copy matches either tK* 4xx or 



Ixx -fields, make a printout. Consult OCLC's Name-fiuthority 
User, Manual (2nd edition) -for more details on using the 
online NAF. 



D. Check all series in UTK Series Authority File. If notation 
on authority card is! 

1. Cataloged as Separates — write "CAS" by series on copy. 

2. Series Not Used — write "SNU" by series on copy. 

3. A.jything else — consult Library Specialist. 

E. Cut excess paper -from copies and printouts. Attach printouts 
to corresponding shel-flist and copies. Place in box labeled, 
"Preliminary Authority Work Completed". 

F. Search OCLC database -for records that are AACR2 
authoritative. These will have "DLC" in sub-Fields "a" and 
"c" o-f the 040 -field and "a" in DESC element o-f -Fixed -field. 
Headings in these records are established in AACR2 -form by 
the Library of Congress; the DCLC record number may be cited 
as authority for the form of the heading. Headings found in 
these records carry the same weight as those found in the LC 
Name Authority File (online) and may be coded "1" in the 
subfield w. 

G. Check in-house file of Library of Congress Proof Slips and 
the Music NUC for headings established by the Library of 
Congress in AACR2 form. 

H. Check headings in the index of fi Basic Music Library. 
Headings found here are in AACR2 form. 

I. If you cannot determine by consulting any of the 
aforementioned sources that the heading has already been 
established in AACR2 form, establish heading according to 
rules found in fingl o-ftmerican Cataloging Pules (2nd 
edition) in conjunction with the following resources! 

1. The I *M Brove Dictionary of Music and Musicians. 
"Works" lists found at the end of entries on composers 
provide information on original title, spelling, 
numbering of compositions, etc. 

2. Music Cataloging Librarian. Consult in regard to unusual 
situations encountered. 

J. Fill out Name Authority File Workforms stamped "Music 
Project" for all headings not already in the UTK NAF and 
place in box to be typed. Those NAF entries will be typed on 
pink-coded cards to signify they are temporary entries in the 
NAF and that no authority work has been done on corresponding 
headings in the card catalog. Additionally, no "see" or "see 
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also" re-ferences are made in the card catalog for these NAF 
entries. 

Pattern Changes for Music Subject Headings. 

Use the following pattern changes as guidelines to revise 
music subject headings: 

1. Wind was divided into three subject headings 

depending on the instrumentation: 

It is now Wind for brass-woodwind combinations, 

Woodwind for woodwind only combinations, and 

Brass for brass only combinations. 

Formerly: Wind quartets <4 trumpets) 
Now: Brass quartets (trumpets (4)). 

2. Number of instruments formerly preceded the instrument 
name, now it appears after the name. 

Formerly: Wood-wind octets (8 clarinets) 
Now: Woodwind octets (Clarinets (8)). 

3. Woodwind was formerly hyphenated and is now one word. 

Formerly: Wood-wind quartets 
Now: Woodwind quartets. 

4. The period entry, — To 1800, is now omitted. 

Formerly: Symphonies — To 1800 
Now: Symphonies. 

5. Parts in choruses are now omitted. 

Formerly: Choruses, Sacred (Mixed voices, 4 parts). Unaccompanied 
Now: Choruses, Sacred (Mixed voices). Unaccompanied. 

6. Write out all abbreviations. 

Formerly: pts. ; instr. 

Now: parts; instrumental. 

7. Subdivisions — Scores and — Parts were used only for 
music requiring more than one person per part except in 
the following cases: Piano trios. Piano quartets. Piano 
quintets. String trios, and String quartets. Now these 
subdivisions are used for al.L music requiring two or more 
performers. 

Formerly: Sonatas (Violin and piano) 

Now: Sonfitas (Violin and piano) — Scores. 
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Series Authority File/OCLC Equivalents. 



qheck the online Name-Authority File -for AACR2 form o-f series 
entry. Then check the UTK Series Authority File to determine 
local usage. For any series not found in the UTK SAF, check 
the card catalog to determine whether it is traced. Fill nut 
Series Authority File workform and place in box to be typed. 
The following are guidelines for series authority control: 

1. Since complete cross references art? not available in the 
SAF, every conceivable point of entry should be checked 
against the SAF. 

2. Unusual or conflicting instructions in the SAF should be 
brought to the attention of a Library Specialist. 

3. When the SAF and card disagree, use the decision found in 
the SAF. 

4. Code the fields according to the directions in the Series 
Authority File: 

SAF Notes QQi=Q igui valents 

Series not used 490 OW 

Series not traced 



Cataloged as separates 400 Series traced, 

personal name/title 

410 Series traced, 
corporate name/title 

411 Series traced, 
conference name/title 

440 Series traced, title 

490 lU Series traced, 

different form 
The traced form of the 
series must appear in the 
Bxx field. The entry in 
the 8xx field should match 
the entry on the SAF card. 

Bxx fields used in conjunction with 490 IW (series 
traced, in a different form): 

800 Seri':?s added entry, 
personal name/title 

810 Series added entry, 
corporate name/title 

iS 

IS 



t 

I 
I 

I 



/ 

■ 811 Series added entry, 

; conferervce name/title 

/ 830 Series added entry, 

uni-form title 

840 Series added entry, 
title 

M. AACR2 Categorical Changes -for Music Uni-form Titles. 

1. Remove the word "works" -from uni-form titles for 
collections not representing all o-f n ccmposer's output 
(with subsequent revision o-f the remaining portion o-f the 
uni-form title in most cases. 

Formerly: Works, piano. Selections. 
Now: Piano music. Selections, 

2. Change singular -form/genre designations into their plural 
equi vril ents. 

Formerly: Symphony \ 

Now: Symphonies, in most cases. 

Exception: When a composer wrote only one work in a 
soeci-fic -form/genre, that designation remains in the 
singular. 

■ 3. Correct score designations. 

Formerly: Piano-vocal score 
Now: Vocal score. 

4. Change the position o-f numerals. 

Formerly: Sonata, 2 -flutes 
Now: Sonata, flutes (2). 

5. Add a specification of accompanying medium to uniform 
titles for concerti . 

Formerly: Concertos, piano ... 

Now: Concertos, piano, orchestra .... 

6. Establish unique titles in the original language. 
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CQBING AND INPyi PHASE 



CODING 



A. Attach enlarged photocopy of card set to appropriate Norkforii 
for score 9 sound record! ng, or monograph. 

B- Code fields according to guidelines set out in the OCLC 

manual for the appropriate format. We are coding for Level I 

input; folloNing is a list of fields and the standards for 
each format. 



LEVEL I input: FIELD STANDARDS 

Codes 

As req. : As required 

C : From copy only 

default n 

M : Mandatory 

O : Optional 

R : Required if applicable or readily available 
SS: System supplied 
- : Not applicable 

Scores Sound Books 
Recordings 

Accompanying matter O O - 

Bibliographic level M M SS 

Form of composition 0 0- 

Conference publication ~ 



Country of publication, producer, 
or repository 

Nature of contents 



Dates / 
Type of date 



Encoding level 
Format 



ER?C 17 
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R R R 

- - 0 

M M M 

M M M 



Descriptive cataloging form M M M 



M M M 

U SS - 



Scores Sound 

Recordings 



ERIC 



Festschrift 
Intellectual level 
Government publication code 
Language code 
Ilustration codes 
Literary text 
Index 

Main entry in body of entry 

Main entry in body of entry 
/Fiction /Biography 

Modified record code 

Existence of parts 

Reproduction 

Cataloging source code 

Type of record 

007 : Physical description fixed 
field 

010 : Library of Congress card 

number 

011 : Linking LC card number 

015 : National bibliography 
number 

020 : International Standard 
Book Number 

024 : Standard recording number 

028 : Publisher's number for music 

033 : Capture date and place 

037 : Stock number 



M 



default n 



040 



Cataloging source 



1;} 



O 
R 
M 
M 



R 
R 



0 

n 



n 



R 

ss 
ss 
n 
n 

n 

R 
R 



R 

o 

R 
R 
0 
H 



Books 

M 

O 
M 
M 

0 



0 
R 

R 
M 
M 



R 
R 



0 
M 
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Scores Sound 

Recordi ngs 



041 : Languages 

043 : Geographic area codes 

044 : Country o-f producer 

045 : Chronological code or 

date/time 

047 : Form o-f composition 

048 : Number of instrument or 

voi ces 

0#9 : Local holdings 

050 : Library o-f Congress call no. 

051 : Copy, issue, offprint 

statement 

052 : Geographic classi-f ication code 

074 : U.S. Government Printing 
O-f -f ice item number 

086 : Government document number 

090 : Locally assigned LC-type 
cal 1 number 

1 — : Main entry heading 

240 : Uni-form title 

243 : Uniform title, collective 

245 : Title statement 

250 : Edition statement 

260 : Imprint 

262 : Imprint for sound recordings 

265 : Source ior acquisition 

300 : Physical description 

305 : Physical description 



R 



O 
M 

C 

C 
O 

o 

R 

O 
R 
R 

0 

n 

R 

R 

O 

n 



0 

n 

c 

c 

G 

G 
R 



Books 

R 
R 



0 : 

Pre-fer 240 

n 

R 

R 

Pre-AACR2 
0 

n 

Pre-AACR2 



M 

C 

C 
G 

G 
R 



M 

R 
M 

G 
M 
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Scores Sc»und 

Recordings 



Books 



306 : Duration 
400 : 



Series statement, 
personal name/title 



410 : Series statement 

corporate name/title 

411 : Series statement, confer- 

ence or meeting name/ 
title 



PrerAACR2 Pre-AACR2 



Pr P-AACR2 Pre-AACR2 



Pre-AACR2 Pre-AACR2 



440 : Series statement, title R 

490 : Series statement, not R 
traced or traced differently 

500 : General note ' As req. 

501 : "With" note R 

502 : .Dissertation note 

503 : Bibliographic history note 

504 : Bibliography/discography note 

505 : Contents note 

506 : Limited use/restrictions note 

510 : Citation note 

511 : Participant or performer note 
518 : Data on capture session 
520 : Summary, abstract, annotation 
533 : Photoreproduction 
590 : Local note 

600 : Subject added entry, personal 
name 



R 
O 

R 
R 
O 

o 



o 

R 
O 



R 
R 

As req. 
R 
R 

O : 
Prefer 500 

R 

R 

O 

O 

R 

R 

0 

R 

0 



Pre-AACR2 

Pre-AACR2 

Pre-AACR2 

R 
R 

As req. 
R 
R 
O 

R 
0 
O 
O 



O 
R 
O 
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Scores 



Sound 
Recordings 



Books 



610 : Subject added entry, corporate 

name R 

611 : Subject added entry, conference 

or meeting name R 

630 : Subject added entry, uniform 

title R 

650 : Subject added entry, topical R 

651 : Subject added entry, 

geographic R 

690 : Local subject added entry O 

691 : Local subject added entry, 

geographic O 

699 : Added class number 0 

700 : Added entry, personal name R 

710 : Added entry, corporate name . R 

711 : Added entry, conference or 

meeting name R 

730 : Added entry, uniform title R 

740 : Added entry, title traced 

differently R 

752 : Place of publication/ 

printing access O 

jBOO 1 Series added entry, 

personal name/title 0 

810 : Series added entry, 

corporate name/title 0 

811 : Series added entry, 

conference gr meeting name/ 
title O 



R 
R 

R 
O 

0 
O 
R 

R 

R 

R 

R 
0 
0 
O 



R 
R 

R 

O 

O 
O 
R 
R 

R 
R 



0 
O 



0 



830 : Series added entry, 
uniform title 

870 : Variant form of entry, 
personal 



O 
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Scores ScHind Books 
Recordings 

B71 : Variant form of entry, 

corporate name 0 0 0 

872 : Variant form of entry, 

conference or meeting name O O O 

873 : Variant form of entry, 

uniform title O O O 

910 : User-option date O 0 O 

949 : Local processing information 0 0 0 



Place coded workforms in input box. 

Examples of coded workforms for sound recordings, scores, and 
monogtraphs follow. 
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1 . SCORES. 

UNIVERSITY OF TENNESSEE, KNOXVILLE 
MUSIC SCORES INPUT CATAL06IN6 NORKFORH-HFNC 



Date 2/2B/B4 Cat cs i 
Date Op 1 
Save No. XC 1 
Lib. 41 10/B3 


Tvoe c Bib Ivl ■ Lana N/A Source d ArrH 
Repr V Enc Ivl I Ctry enk Dat to s HEBE 0 
Nod rec V Coid sv Foriat b Prts V 
Desc V Int Ivl V LTxt n Dates 1959, W V V 1/ 


1 010 LCCN 




2 040 Source 


! TKN ^c TKN 


3 028 . . Publisher's No. 




4 041 . Language 




S 047 Fori of coip 




6 04B W. of instr. 

br voices 


oa 


7 050 . LC call no. 




8 090 local call no. 


HlOOl .634 no.l 


9 049 Holdings 


tkni 



1001 I oo to Gerhard, Roberto, 1896-1970. ^u> /a 
.G34 St^o fO [Symphonies, no.l] ^u) r\3 

no.l '^'^ A. cW ^ 

;?'/5"00 Symphony no.l.^*^ LondonrMills Music 
C 19593 ^ 
3eo miniature score (185 p.) 21 cm. 

$po Duration: 37 min. 



O^y^l, Symphonies — Scores. 



23 



24 



2. SOUND RECORDINGS. 



UNIVERSITY OF TENNESSEE, KNOXVILLE 
SOUND REC0RDIN6 INPUT CATAL06IN6 WRKFORN-HFHJ 



Date 3/2/84 Cat cs ! 
Bate Op ! 
Save No. XC ! 
Lib. 41 10/83 ! 


Type j Bib Ivl ■ Lang rus Source V AccH d 
Repr V Enc Ivl I Ctry xxV Dat tp s HEBE 0 
Hod rec ■ Coap op Foriat n Prts n 
Desc V Int Ivl H LTxt V - Dates 1976, V V V H 


1 010 LCCN 


77-76281 5/R 


2 040 Source 


DLC ^c TKN ^d TKN 


3 007 Phy Desc. 


s ^b d ^d b ^e s ^f ■ ^g e ^ n ^i n i§ n 


4 026 0 0 Publisher's No. 


! ASD 3360 Helodiya/His Haster's Voice 


3 041 0 Language 


' ^d rus ^e ruseng rus 


6 043 6eog. Area Codes 




7 047 Fori of coip 


1 


8 048 No. of instr. 

or voices 




9 050 0 LC call no. 


i HISOO 


10 090 Local call no. 


! HISOO.SS ^b IfS 


11 049 Holdings 


! tkni 
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Music 
Non-Print 

^ too 10 ^ti / 

1500 Shostakovich, Dmitrii Dmitrievich; 1906-1975. t^A^ 

.S5N6^*yo 10 LJltS^lasB.*^ Sound recording! fu* rvl 

JfHS The rose. (Libretto by Shostakovi tch Cand others!). 

^((,0. tbMelodiya/His Master's Voic#SftSD 3360.^° pi976. 

^5 2 discs.''''' 33 1/3 rpm. stereo. 12 in. 

5l| Opera: Edward Akhimov, baritone? supporting soloists, chorus, 
and instrumental ensemble o-f the Moscow Musical Theatre; Gen- 
nady Rozhdestvensky , conductor; sung in Russian. 
SOC In container; majr^ual sequence. 
5i)0 Program notes by V. Ho-fmann and libretto in romanized Russian 
and English. (15 p. ill.) laid in. 

noolo ^f/>r^**a^'^ npolo ... ^y/"^*^/^ 

Ig^O )tO 1. Operas. 'l. Akhimov, Eduard. II. Rozhdestvenski i , Gennadii. 
niQOQlll. Moskovskii kamernyi muzykal'nyi teatr. IV. Title. 

CM15003 77-762815 
Library of Congress 77 " 
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3. MONOGRAPHS. 



UNIVERSITY OF TENNESSEE, KNOXVILIE 


Type 


a 


Bib Ivl 


1 


INPUT CATAL06IN6 NORKFORH 










Lib. H-3/B2 


Repr 


If 


Enc Ivl 


I 


CAT I Igd DP & 


Indx 


0 


Hod rec 


v. 


Date 5/3/B4 Date 










Save No. / tt 


Desc 


If 


, Int Ivl 


If 



Dates: 1065, If If If If 



1 010 ! 




2- ^ 040 


TKN TKN 


3 020 




2.1 015 


4 .041. 




3.1 025 


5 0.0 






6 086 . 




6.1 0.2 




6.2 099 


! HL50 . 596 « H', 1BB5 


7 049 


! tkni 



ML 100 lo Sullivan, -Gir Arthur^ Seymoor, 1842-1900. c-n. 
50 /fi tThe Mikado. >5 Libretto. — g n g l i cK J- fuj n^Z 

.S96M4 o-yThe Mikado;**br, The town of Titipu.*e Written 

1885 by M.S. Gilbert, composed by Arthur Sullivan. 

Jtuo o^f New York,^*H. Grati*^C 18853 
^C)0 36 p.4»l22 cm. 



^oc u I. Gilbert, -Sir CWilliam Schwenckyt 1836-1911. 
4t "W^e Mikado. // 
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INPUT 



A. Obtain coded workform -from designated box. 

B. Sign terminal off by entering END Csendl. Sign on using our 
RECON number. 

C. Tall up online workform by entering WFMC Cdisplay rec/«end3 
. for scores, NFMJ Cdisplay rec/scndl for sound recordings, s^or 

MF Cdisplay rec/sendl for monographs. 

D. Clear screen by pressing Ccontroll and Cclear page]. Move 
curser down one line. Type in information from workform line 
by line, beginning with the variable fields. Each line is 
preceded by a start of message character, numbered, and ended 
with a field terminator. 

E. When all variable fields have been typed in, send information 
field by field by positioning curser one line below field you 
wish to send and pressing Csendl. Natch for message at top 
of screen verifying that the ^ield has been sent. 

F. Mien all lines have been sent, reformat by entering RF 

Cdi splay/send 3. When reformatted, a fixed field will appear 
at top of Screen 1. 

G. Type information into fixed field elements so that it matches 
workform. Send fixed field by bringing curser to line below 
it and pressing Cser i.'. Reformat. 

H. Check work. Unless c*^ sections need to be made, put record 
in save file by entering SAVE CsendD. Write your initials 
and SAVE file number on workform and place in designated 
boxes. 

I. Refer to OCLC's Cataloging'- Usftr Manual for more details on 
inputting records. 





B. 
C. 

D. 
E. 



Norking consei:utiv«ly through the shelf list tray, check the 
titles o-f series (identified by red or yelloM jacket) against 
the Series Authority File (SAF) . For those titles listed in 
SAF as ** Cataloged as series, analyzed," pull the shelf list 
card. If the SAF title has a special note, such as "analyzed 
vol. IS — ,** attach a copy of this information to the 
shelf list card. 

Pull the main entry card set Mith contents for each analyzed 
series. Photocopy the series card set. Do not photocopy 
cards that do not list contents. Refile the shelf list card. 

Pull the main entry card(s) for each analyzed volume and 
photocopy. Do not pull any OCLC cards; instead, write the 
OCLC number on the photocopy of the series card conti^nts, 
next to the appropriate volume. Put main entry cards 'into 
the refile box. Make a file folder for each analyzed sefies 
set. Place photocupies of cards in this folder. 

Working from photocopies of volume main entries, search each 
analyzed volume in the set. 

Record results of searches as follows: 

1. Match: list OCLC number, at top of volume main entry. 

2. Ltuestionable or multiple matches: type call number and 
problem at top nf record and make printout. Library 
Specialist will resolve. If the record is: 

a. Match: retain photocopy of volume card set and 
printout for editing, 

b. No match: prepare title for input as in no. 3 below. 

3. No match: (Library Specialist) Prepare title for input. 
After input, check off appropriate volume on the 
photocopy of the series sain entry contents note. Write 
the OCLC number for the individual volume on the 
photocopy of the volume main entry. 

4. Keep statistics on number of hours searched, number of 
records matched, number of questionable matches found, 
and number of no matches. 

Edit using the photocopy of the card for each volume founc in 
the database. Add OCLC number to photocopy of each converted 
volume. Check off each converted volume on the photocopy of 
the series main entry contents note. Note "analytics 
converted on OCLC" on the SAF card as oach set is completely 
converted. 
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ifillltilG PHASE 



This f ield-by*-f ield editing guide includes those -fields that 
are inost coAmanly used. For more detailed information, consult 
the OCLC manuals for scores, sctind recordings, or books. 



A. FIXED FIELDS. 

In general , Me are concerned that the date type and dates be 
correct in conjunction with the date in the 260 or 262 field. 
Any other unfilled elements in the fixed fields should be 
completed as listed below. Host of these values are default 
values. 





Dat tg 


Qates 


1976 


s 


1976, 


C 19093 


s 


1909, 


C1976 


s 


1976, 


Cn.d.3 


n 




1931-1939 


m 


1931^1939 


1968- 


m 


1968,9999 


196- 


q 


1960, 1969 


19 — 


q 


1900, 1984 


1977 Note: Recorded 1931 p 


1977, 1931 


1980 Note: Originally 


r 


1980, 19S9 


issued in 19S9 






1968, c 1966 


c 


1968, 1966 


Other ElgflsgQts 


Valyes 





ERIC 



Type 

Bib Ivl 
Lang 

Source 

AccM 
Repr 
Enc Ivl 
Ctry 

HEBE 

Mod rec 
Comp 



material ) 



a (monograph) 
c (score) 

J (sound recording) 
ffl 

N/A (instrumental) 

consult code list for language values 
und (undetermined) 
d (non-LC) 
U (LC) 

It (no accompanying 
H 
I 

XX (undetermined) 

consult code list for country of 
publication value 

0 (main entry not in body of entry) 

1 (main entry In body of entry) 
It 

;50 
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h (sound recording) 

a (full «cori») 

b '(miniature score) 

z (music for solo instrument) 

U (score — no parts exist) 

a (score — parts exist) 

n (sound recording) 

U 

U 

W (sound recording) 

n (score) 



The -following elements are -for Books Format -fixed fields 



only: 




Govt puh 


U 


111 us 


W 


Conf pub 


0 


M/F/B 


oou 


Indx 


0 


Festschr 


0 


Cont 





Fur mat 



Prts 



Desc 
Int Ivl 
LTxt 



B. PUBLISHER'S NUMBER. 

028 Publishar's Nuabar First indiEafcor i*a Number 

0 - Issue number #b Source 

1 - Matrix number 

2 - Plate number 

3 - Other pub. no. 
Second Ingicatgc: 

0 - No note; no added entry 

1 - Note; added entry 

2 - Note; no added entry 

3 - No note; added entry 

1. The 028 field is formulated from information in the 
260 or 262 fields, from the series field, or from a 
note. 

2. For sound recordings, use 1st indicator 0 or 1. 

3. For scores,* use 1st indicator 2 or 3. 

4. 2nd indicator will always be 0. 

5. The publishers, plate, or issue number in the 
record should match the one on our card. If one is 
in the matching record but none is on our card, do 
not delekili the number from the record. 

6. The number may be found in the record in an 028 
field, at the end of the imprint (26x field), as a 
series (490 field), -or in a note (500 field). It 
is not necessary to rearrange the record to place 
the number in the same position as on our card. 
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C. CALL NUMBER. 



li the call number displayed in the 050 or 090 -field matches 
the call number on the card exactly, accept as it is. I-f not, 
change the last digit o-f the unused 090 -field to a 9 (099) and 
type in our call number, omitting subfields and spaces except 
those around dates, thematic index numbers, opus numbers, or 
other special elements. 

Cal 1 Qumbec; on card 099 field 

M 099 M1614.R24B4 

1614 

.R24B4 

M 0 099 M1024.W32 no. 2 .E3 

1024 

.W32 

no. 2 

.E3 



D. HEADINGS (Ixx, 240, 7xx). 

All headings on the card must be represented on the screen; 
any displayed headings not found on the card should be deleted 
"from the screen. I-f any di-f-ference exists in the -form o-f 
heading, look -for an 87x -field which may contain the pre-AACR2 
•form o-f the heading. I-f the 87x -form matches card, accept 
the heading. I-f there is no B7x -field, or the -form there does 
not match card, edit -field to match card. 



EXCEPTION: I-f OCLC record is coded "a" in the "desc" element 
of the fixed field, and the forms of headings (including B7x 
fields) differ from those on card, refer the record to a Library 
Specialist for a decision on which heading to use. 



100 Personal Name 



0 
1 



2 - 



Forename 

Single 

surname 



i<a Name 

#q Qualification 
i^b Numeration 
#c Title (in name) 
#d Dates 
#e Relator term 

Form subheading 
#w AACR2 verified 



Multiple 
surname 
3 - Name of 
f ami ly 
§e£SDd indicator 

0~- Subject not generated for M.E. 
1 - Subject is generated for M.E. 



110 Corporat* Nam 



First indicator 


#a 


Name 


0 


*-* Surname 


#b 


Each sub- 




(inverted) 




ordinate unit 


1 


- Place or 


#k 


Form subheading 




place name 


#e 


Relator term 


2 


- Name (direct 


#w 


AACR2 verified 




order) 







SS£QQd iQdicatgr 

0 - Subject not generated for M.E. 

1 - Subject is generated for M.E. 



130 Uniform Title, 

Hain Entry Heading 



First indigator #a 

0-9 nonfiling #p 

characters #n 

O^'Subjertt not #k 

generated for M.E. #s 

1 - Subject is #h 

generated for M.E. #w 



Uniform title 

Name of part 

Number of part 

Language 

Form subheading 

Version 

6MD 

AACR2 verified 



240 Uhiform Titl( 



Fi.rsfe iDS|i£§tgr 

0 - Not printed 

1 - Printed 
§S£9Dd ln^i£ator 
0-9 nonfiling chars. 



#a Uniform title 

#k Form subheading 

#1 Language 

#m Medium of perf . 

#n Number of parts 

#o Arr. statement 

#p Name of part 

#r Key 

#s Version 

#h 6M0 

#w AACR2 verified 



1. Change all ^^h Phonodisc to /h Sound recording. 

2. Remove initial articles; 2nd indicator should always be O. 



3 .J 
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700 



Perscxial Hmmm 



First indicator 

0 - Forename 

1 Single surname 

2 - Multiple surname 

3 - Name of family 
§ecgQd iQdicator 

0 - Alternative 
work 

entry (w/out #t ) 

1 - Secondary entry 

<N/ #t) 

2 - Analytical 
(w/ #t) --Nork 
within larger 



#a Name 

#q Qualification 
#b Numeration 
#c Title (in name) 
#d Dates '(in name) 
#e Relator 
#4 Relator code 
(non-printing) 
i«t Title (of work) 
#k Form subheading 
#n Number of part or 

section 
#p Name of part 
#1 Language 
#m Medium of perf. 
#r Key 
#s Version 
.« #o Arr. statement 
#f Date <of work) 
>w AACR2 ver i f i ed 

1. Delete #h general material designations from 7kx fields. 
2m Omit initial articles in r»ubfield t. 



705 Personal Name 
(Performer) 



Name 

Numeration 
Title (in name) 
Dates 

AACR2 verified 



First indicator #a 

0 - Forename #b 

1 - Single surname #c 

2 - Multiple surname #d 

3 - Name of fa^nily f^w 

0 - Alternative entry 

(w/out #t) 

1 — Secondary entry 

<w/#t) 

2 - Analytical 

1. If -field 705 is present in record, do not change tag 
to 700. 

2. If performer tracing is not present, enter name of the 
performer or conductor in field 700, with the relator 
code "prf" in subfi«ld #4. 
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710 Corporate Mane EiCSt iQdicatgc: 

0 - Surname 

<inverted) 

1 - Place or place 

tt name 

2 - Name (direct 

order) 

§S£QQd lndi£2&9C 

0 - Alternative 

entry 
<N/out #t) 

1 - Secondary 

entry (N/#t) 

2 - Analytical 



#a Name 

ftb Each subordinate 

unit 
#e Relator 
^4 Relator code 
<non-printing) 
#k Form subheading 
#t Title <of work) 
|tp Name of part 
#1 Language 
^#n Number of part 
f^m Medium of perf . 
#r Key, 
f^s Version 
#o Arr. statement 
#w AACR2 verified 



71S Corporate Name 

(Performing Group) 



First iodic a tor 
0 - " 



1 - 



2 - 



#a Name 

#b E^ch subordinate 
unit 

#k Form subheading 
tvi AACR2 verified 



1. 



2. 



If field 715 
tag to 710. 



Surname 
(inverted) 
Place or place 
8( name 

Name (direct 
order ) 
Second iQdicatgr 

0 -"aT 

entry 
(w/out #t) 

1 - Secondary 

entry (w/#t) 

2 - Analytical 



is present in records do not change 




If performing group entry is 
name of the performing group 
the relator code "prf" in 



not present, enter 
in field 710, with 
subfield f«4. 



3o 
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E. TITLES (245, 740 fields) 



Hake sure the correct filing indicator is used for all title 
fields. 

The title and subtitle should match ours (subfields a and b 
of 245)9 but it is not necessary to delete a subfield c 
(statement of responsibility) that is omitted from our card. 

HoNeverp if our title differs from the 245 title in the 
record but is given elseNhere such as in a contents note or in a 
500 "Title from container" note, it is not necessary to change 
the title in the record to mateh ours. Ours should be added as a 
740 added entry so that access Hill be available. 

Any alternative title added entries from card tracings should 
appear in the record as 740 fields, unless the same title is 
already given as #t of a 700 added entry. 



245 Titl«? P'iCSt indicator #a Title proper 

0^- No"^title""added #b Subtitle 

entry #c Remainder of 

I - Title added title paragraph 

entry made #h BMD 
Second indicator 
0-9*Nonfrring 

characters 

1. Check nonfiling (2nd) indicator and subfields. 
Use ••#h Sound recording" if there is no 240 field. 

2. Edit to match shelflist card with respect to 
descriptive information, not punctuation. 
Subfield "c" included onscreen but left off card 
may be accepted. 



40 Title Traced EiCSt indicator #a Title traced 

Differently 0-9 Nonfiling differently 

characters 
SS£Snd iQjJicatgr 
1 - Secondary 
entry 
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F. EDITION STATEMENT (250) 



Edition statement on record must match card, 
discrepancy to Library Specialist. 



Refer any 



2S0 Edition StatMimt 



#a Edition 
#b Additional 
information 



G. IMPRINT (260, 262). 

Discrepancies in place of publication, publisher, publisher's 
number, and date should be edited to reflect decisions made in 
questionable match resolution phase. 

For records already determined to be a match, the first place 
of publication and publisher should match those on the card. 
Choose a more specific date over a questionable one, and follow 
with a question mark. 



260 Imprint 

(Scores, mono- 
graphs, and AACR2 
sound recordings) 



ElCSt indicator 

0 - Publisher is 

present 

1 - Publisher is 

not present 



#a Place 

#b Publisher 

#c Date 

#d Plate or 

publisher's no. 



262 Impri^nt 

(Pre+AACR2 

sound recordings) 



#a Place 

#b Publisher or 

trade name 
#c Issue number 
#d Date of release 



3V 
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H. PHYSICAL DESCRIPTION. 



Physical description found in 300 or 305 field should fiatch 
card exactly. However, if the data is arranged in a different 
order or worded differently, it is not necessary to rearrange it. 
Check subfields for accuracy and correct if needed. 



300 Physical Description 
(scores, aonographs, 
and AACR2 sciund 
. recordings) 



#a Extent of item 
#b Other physical 

details 
ftc Dimensions 
#e Accompanying 

material 



Example: 

1 sound disc (50 min.) : 
stereo. ; ^c 12 in. + 
(11 p. : col. ill. ; 32 



#b 33 1/3 rpm, 
#e 1 pamphlet 
cm. ) 



305 Physical Description (Pre-AACR2 sound recordings) 

Use either AACRl rev. chapter 14 or original f^^P^ 
14. Subfield arranqement is determined by order of data. 

AACRl reVi £haBi 15 
I disc. #b 33 1/3 rpm. mono, 
^c 12 in. 

on side 2 of 1 disc ^ 33 1/3 rpm. 
stereo. #c 12 in. 



#a Extent of item 
#b Other physical 

details 
#c Size 



AACRl QCLfliQil ZhSRs. l± 

2%7 #b 12 in. #c 33 1/3 rpm. 

#d microgroove. #e stereophonic 



#a No. of sides 
albums, reels 

#b Size 
Speed 

#d Microgroove or 
standard 

#e Stereophonic, 
monaural , or 
quadraphonic 
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I. SERIES. 



Check all series in the Series Authority File, 
publisher's numbers that have been coded as series. 



except for 



Code series according to the decision and form found in the 
Series Authority File. OCLC equivalents are listed in the 
Authority Work Phase of this manual. If not in the SAF, refer to 
a Library Specialist. 



400 



Personal 
(traced 



Na«e-title First indicator 



) 



0 - Forename 

1 - Single surname 

2 - Multiple 

surname 

3 - Name of family 
§S£QQd iQdicator 

0 - Series M.E. is 
not^ pronoun 

1 . - Series M.E. is 
pronoun 



^a Name 

Qualification 
^b Numeration 

^c Title (in name) 
^d Dates (in name) 
i^e Relator 
#t Title of series 
^k Form subheading 
^p Name of part 
^n Number of part 
#1 Language 
^v Volume or number 
¥¥i AACR2 verified 



410 Corporate Nam 
title (traced 



First indicator 

0 - Surname 

(inverted) 

1 - Place or place 

t( name 

2 - Name (direct 

order ) 
§€QQQd iQdicator 

0 - Series M.E. is 

not pronoun 

1 - Series M.E. is 

pronoun 



#a Name 

^b Subordinate 

unit 
#e Relator 
#t Title of series 
#k Form subheading 
#p Name of part 
#n Number of part 
#1 Language 
^v Volume or number 
¥¥i AACR2 verified 



440 Title (traced saM) 



EiClt iQ^icator 
Blank 

SS£QQd iDdicaJtgr 
0-9 Nonfiling 
characters 



ffea Title 

#n Number of sub- 

series 
#v Volume or number 



490 Series Unt raced or Eirst iQdicator #a Series 

Traced Differently 0 - Series not ^v Volume or number 

traced 
1 ^ Series traced in 
different form 

Blank 



J 



iSCiSS fidygd Entries (Traced Differently) 

800 Psrsonal Naae-titlc First Lndi£ator 

0 - Forename 

1 - Single surname 

2 - Multiple 

surname 

3 - Name of family 



#a Name 

#q Qualification 

#b Numeration 

#c Title (in name) 

#d Dates (in name) 

#e Relator 

#t Title of series 

#k Form subheadings 

#p Name of part 

¥tn Number of part 

#1 Language 

#s Version 

9<v Volume or number 

#w AACR2 verified 



810 Corporate Na«e- 

title 



First indicator 

0 - Surname 

(inverted) 

1 - Place or place 

S( name 

2 - Name (direct 

order) 



#a Name 

#b Each subordinate 

unit 
#e Relator 
#t Title of series 
»tk Form subheading 
#p Name of part 
#n Number of part 
#1 Language 
#s Version 
9<v Volume or number 

AACR2 verified 



840 Series Added Entry, 
Title 



First indicator 
Blank 

Second iQditator 
0-9 Nonfiling 
characters 



#a Title 

Volume or number 



J. NOTES (5xx). 



In general, it is not necessary that notes on card and record 
hj however, if information indicates possibility of mismatch, 



match 

refer to a Library Special isft 



500 Scleral not. General note 
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501 



•With" note 



|fta "With" note 



Form of the with note should match the name and title 
found in fields 100 and 240, or if unavailable, 245 of 
companion record. 

504 Bibliography/Discography note #a Bibl./disc. note 



505 Contents note EiC§i lQdl9§l2!l Contents note 

0 - Complete 

1 - Incomplete 

2 - Partial 



1. Leave the form of the contents note as it iii in the OCLC 
record, making sure all contents from the card are 
listed in the record. If there is no contents note in 
the record, enter it from the card. 

2. Construct composer /title added entries from th%3 contents 
note on the card as required by the tracings. Use the 
form of composer name that you have decided to use in 
the main entry heading if it is the same composer*. 
Other composers and uniform titles should be used as 
they appear in the contents note unless they have been 
flipped on OCLC to a new form. (If so, the old form 
matching the card Mill appear in an 87x field.) The 
uniform title element of the added entry should not 
contain an initial article. 



3. The coding of an analytic added entry (i.e., fo^ a work 
contained within the larger work) is as follows: 

700 12 Brahms, Johannes, #d 1833-1897. 

#t Trios, #m piano, strings, #n no. 3, 
op. 101. #f 1978. 

700 12 Ravel, Maurice, ^d 1875-1937. 
#t Histories naturelles. #p Grillon. 
#f 1978. ' 

4. The date in subfield f is the same as the date in the 
imprint. See section D, above, for correct coding data 
for 7xK fields. 



511 



518 



Participant or 
Per fori 



Data on Capture 
Seeeion 




ElCSt LQdiEfttor 

0 ^ General 

1 - Cast 

2 - Presenter 
4 - Narrator 
96b - Pre-AACR2 
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#a Participant 
or per -former 



/a Data 



K. SUBJECT HEADINGS 



Use only the subject headings fcxind on our cardsy deleting all 
others. Consult the Pattern Changes for Music Subject Headings^ 
listed in the Authority Work Phase oi this manual, as a guide to 
correctness of subject headings. 



600 Personal Mane 



ElEISt iQdl££&QC 

0 - Forename 

1 - Single surname 

2 - Multiple 

surname 

3 - Name of family 
§S£QQd iQ^icstgr 

O - LC subject 



#a Name 

9^q Qualification 
#b Numeration 
#c Title (in name) 
#d Date (in name) 
#t Title (of work) 
#k Form subheading 
9^p Name of part 
#n Number ^f hmi^ 
#1 Language 

Medium of perf . 
#r Key 
#s Version 
¥o Arr. statement 
#x General subdiv. 
#y Period subdiv. 
¥z Place sabdiv. 
fiw AACR2 verified 



610 Corporate Na«e 



Firgt indi£atgr 

0 Surnami? 
(inveri:ed) 

1 - Place ur place 

fic name 

2 - Name (direct 

order 

§S£SDd lQS|i£3t9C 
O - LC subject 
heading 



#a Name 

#b Each subordinate 

unit 

9^k Form subheading 

¥t Title (of work) 

#p Name of part 

#1 Language 

#m Medium of perf. 

#n Number of part 

#r Key 

#s Version 

#o Arr. statement 

General subdiv. 

Period subdiv. 

Place subdiv. 
#M AACR2 verified 



690 Topical Subject Firsj^ indicator 

Blank 

§S£SQll iDSti£§iQC 
O - LC subject 
heading 
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Topical subj. 

or place 
i^b Element after 

place element 
#x General subdiv. 
¥y Period subdiv. 
#z Place subdiv. 
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691 Grographic Hmme ELcSl ladicator 

Blank 

§e£QQd iD^icatgr 
0 - LC subject 
heading 



¥a Geog > name or 
place clement 
Geog> clement 
folloMing place 
clement 

#x General subdiv. 
Period «ubdiv. 
Place subdiv. 



L. LIMITS TO SIZE OF RECORDS. 

OCLC records have the following size limits: 

1. Number of variable fields: 50, 

2. Characters per variable field: 1230, 

3. Total characters per record: 4096. 

If you exceed the maximum number of characters in a record, 
the system will log you off and you will lose all information you 
have added. To avoid this situation, do not continue to add data 
if you already have four screens which are each half full. If 
you cannot complete an edit in this situation, put your record in 
save and consult a supervisor. 



M. For more detailed information, consult the OCLC manuals for 
scores, sound recordings, or books. 
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APPENDIXl FORMS 

The following forms were used in the project and are 
included here as samples to be freely adopted or modified by 
othe»" libraries: 

Daily Statistics: Grant-Funded Unique Titles Added to 

OCLC Database 

Daily Statistics: Li brary-Funded. OCLC Records Updated 

Music Recon Statistics Summary (cumulated monthly and 
quarterly) 

[Monographs] Input Cataloging Workform 

Music Scores Input Cataloging Workform 

Sound Recording Input Cataloging Workform 

Name Authority File Workform 

Series Authority File Workform 

Recon Save File 



46 



45 



Music Recon Dally Statistics 
Grant-funded Activities 
Unique Titles Added to OCLC Database 



Format 


Titles Represented by Unique 
Shelf List Card Sets 


Additional Bibliographic 
Records (Analytics) 


Total 

OCLC Records ' 
Added 


Sound 
, Recordings 


• 








Scores 


• 






Monographs 


e 




■ 


Totals 









Date 
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Music Recon - Daily Statistics 
. •'. Library-Funded Activities 

OCLC Records Updated . 



Format 


Titles Represented by Unique 
Shelf List Card Sets 


Additional Bibliographic 
1 Records (Analytics) 


Total 
OCLC Records 
Updated 


Sound 

Recordings 


* 






Scores 


• 


1 


• 


Monographs 


» 1 




• 


rotals 








I'arae 


Date 
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MUSIC RECON STATISTICS SUMMARY 



I. Grant-funded Activities 

A, Personnel 

1. Full-time Hours 

2. Student Hours 

B. Searching 

1. Retrieving Analytics 
/a. Hours Spent 

/ b. Number of Sets 

2 J Number of OCLC Bibliographic Searches 

/ a. Hits 

/ b. Unique to UTK 

/3. Rate of Unique Titles 

/ 4. Hours Spent Searching 

/ 5. Average Time per Search 



C* Records Input 

/ 1. Sound Recordings 

a. Primary Titles _ 
/ b. Analytics 

2« Scores 
/ a. Primary Titles _ 

b. Analytics _ 
3. Monographs 

a. Primary titles _ 
/ b. Analytics 

/' 4. AV Media _ 

5. Total 

a. Primary Titles _ 

b. Analytics 

D. Questionable Matches Resolvad' 

II. Library-funded Activiviies 

A* Personnel 

1. Full-time Hours 

2. Student Hours 



Series Analytics 



ERLC 



B. Records Edited & Updated - 

1. Sound Recordings 

a. Primary Titles , 

b. Analytics 

2. Scores 

a. Primary Titles 

b. Analytics ^ 

3. Monographs 

a. Primary Titles 

Analytics 

4. Total 

a. Primary Titles 

b. Analytics 

III. Unattributed Activities 

A. Contributed Professional Hours 

B. Name/Series Authority File Records Created 



Series Analytics 



AO 



UNIVERSITY OF TENNESSEE/KNOXVILLE 
INPUT CATALOGING WORKFORM 
Tih. U-3/82 


Type Bib Ivl Govt pub Lang Source lllus 

Repr Enc lvlj_ Conf pub Ctry Dat tp M/F/B 

Indx Mod rec Festschr Cont 

Desc Int Ivl Dates: . . 


' CAT & OP & 

Date t)ate_ , 

Save No. / 


1 1 


010 1 






2 j 


040 1 


f»c TKN 


3 1 


020 




2.1 015 








3.1 025 


5 1 


0_0 




^ 1 


086 _ 1 


L ■ • 


6.1 






6.2 


099 




7 


049 





8 1 


1__ 






240 




9 


[245 




10 


1 250 




11 


1 260 _ . 




12 


1 300 




13 


1 4__ 




14 


1 _ 





15 590 



UNIVERSITY OF TENNESSEE, KNOXVIUE 
MUSIC SCORES INPUT CATALOGING WORKFORM-WFMC 



l1 

Date Cat 1 


Tvoe c Bib Ivl m Lang Source AccM 


.Date Od I 


R€Dr Enc Ivl i Ctry Dat tp MEBE 


Save No. XC 1 


Mod rec Comp Format Prts 


Lib. 41 10/83 1 


Desc Int Ivl )i LTxt n Dates 

. i 


1 010 


LCCN 




2 040 


Source 1 


#c TKN 


3 028 


Publisher's No. 




4 041 « 


Language 




5 047 


Form of corap 




6 048 


No. of instr. 
or voices 




7 050 _ 


LC call no. 




8 090 


Local call no. 




9 049 


Holdings 


1 tknm 



Date 



Date 



010 



040 



007 



028 0 



041 



043 



7 047 



8 048 



050 



10 090 



UNIVERSITY OF TENNESSEE, KNOXVILLE 
SOUND RECORDING INPUT CATALOGING WORKFOWI-WFMJ 



Cat 



Op _ 

Save No. XC _ 

Lib. 230 3/84 



LCCN 



Source 



Phy Desc. 



Publisher's No. 



Language 



Geographic. 
Area Codes 



Form of Comp. 



No. of instr 
or voices 



LC Call No. 



Local Call No. 



Type _j Bib Ivl m Lang 

Repr Enc Ivl _I Ctry 

Mod rec Comp 

Desc Int Ivl J* LTxt 



Source 
Dat tp 



AccM 
MEBE 



Format n Prts _n_ 
Dates , 



TKN 



?«b 



M H n H H ^rsi 



11 049 



Holdings 



tknm 
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Entry 



NAME AUTHOIUTV FILi: WORKFORM 



References 



Notes 



This heading is used in NAF, 
Main Catalog, and following 
locations: 

Undergraduate . 

^ Ag--Vet Med 

Music 

_^ Music Non-Print 
Cataloger 



ERIC 



Source ; 

OCLC AR 
LCNH 



NUC (M) (AV) 
OCLC // 



OTHER 



(Specify) 



FTY FILE WQRKFORM 
Entry (Include delimiters & volume desig#): 



Continues/Continued by: 



) 



Cat* as sep* 

Series not used 
Cat« as series 
With analytics 



Series call #: 

^^Cataloger 



(x) 



Make see refst for authority file and following Ucatlonst 
^ in UGL Ag-Vet Med Music 

~^b. 168 -6/83 54 



RECON - SAVE FILE 



Nanie^ 
Date 



Call no.; 



Save file no . : 



Problem; 



ERIC 
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ERSITY OF TENNESSEE /KNOXVILLE 
INPUT CATALOGING WORKFORM 



CAT & 
Date 



OP & 
Date 



Save No. / 
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xc 



Type Bib Ivl Govt pub Lang Source_ 

Repr Enc Ivl I Conf pub Ctry Dat tp_ 

Indx Mod rec Festschr Cont 

Desc Int Ivl Dates: 



Illus_ 
M/F/B 




